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IPEC FIRST AID POLICY

First Aid can save lives and prevent minor injuries becoming major ones.  IPEC will ensure that there are adequate and appropriate equipment and facilities for providing First Aid for all its staff, pupils and visitors, in all planned learning activities in all its learning locations across the city.  In most cases, these will be provided by host employers.

First Aid at IPEC comprises:

· Suitably stocked First Aid boxes in all learning locations

· An appointed person at each location to take charge of First Aid arrangements

· Information for staff on First Aid arrangements.

Risk Assessment

This provision is supplemented by a regular risk assessment to determine if any additional provision is required.  Risk assessments are made as required by careful consideration of each activity in consultation with the Countec Health & Safety Officer.  These considerations include staff, pupils and visitors, and the proximity of the emergency department of the Hospital. 

Responsibilities
Under the Health and Safety at Work Act 1974, the Countec Board, as the proprietor of IPEC, is responsible for making sure that IPEC has a Health & Safety Policy, and that it is implemented.  In particular, the Board must ensure adequate:

· Numbers of First Aiders / Appointed Persons

· Numbers and locations of First Aid containers

· Arrangements for trips

· Out-of-school hours arrangements, e.g. lettings, parent evenings.

The Project Manager is responsible for putting the Board's policy into practice and for developing detailed procedures.  The Project Manager will also make sure that parents are aware of IPEC's Health & Safety policy, including arrangements for First Aid, at the start of the school year.

Key Tutor's conditions of employment will include (when renewed) giving First Aid.  Key Tutors and other staff in charge of pupils are expected to use their best endeavours at all times, particularly in emergencies, to secure the welfare of the pupils at the project in the same way that parents might be expected to act towards their children.  In general, the consequences of taking no action are likely to be more serious than those of trying to assist in an emergency.

The Countec Board will arrange adequate and appropriate training and guidance for staff as First Aiders / Appointed Persons.  The Board will ensure that there are enough trained staff to meet the statutory requirements and assessed needs, allowing for staff on leave.

First Aider's Main Duties
Key Tutors will complete a First Aid training course approved by the Health & Safety Executive (HSE).  Their duties as First Aiders in IPEC will be as follows:

· Give immediate help to casualties with common injuries or illnesses and those arising from specific hazards in IPEC
· When necessary, ensure that an ambulance or other professional medical help is called

· Enter details of injuries and treatment outcomes in the appropriate record

· Administer medication and keep appropriate records.

Staff who are not trained as First Aiders will act as Appointed Persons.  Their duties as Appointed Persons are as follows:

· Take charge when someone is injured or becomes ill

· Look after the First Aid equipment, e.g. re-stock the First Aid container

· Ensure that an ambulance or other professional medical help is summoned when appropriate.

Appointed Persons are not First Aiders and should not give First Aid treatment for which they have not been trained.  However, they will receive emergency First Aid training and/or Refresher First Aid training, as appropriate.  These courses do not require HSE approval.  They normally last four hours and will cover the following topics:

· What to do in an emergency

· Cardiopulmonary resuscitation

· First Aid for the unconscious casualty

· First Aid for the wounded or bleeding.

Emergency First Aid training will help an appointed person cope with an emergency and improve their competence and confidence.

First Aid Personnel

The Board and Project Manager will consider the likely risks to staff, pupils and visitors, when drawing up policies and deciding on the numbers of First Aid personnel.   When considering how many First Aid personnel are required, the Board and Project Manager will consider:

· Adequate provision to ensure there is one Appointed Person in every learning location at all times

· Adequate provision for leave in case of absences, i.e. Project Manager as cover

· First Aid provision for all trips

· Adequate provision for out-of-hours activities, e.g. football tournament.

In appointing to the role of Appointed Person, the Board and Project Manager must be satisfied that each Key Tutor has the following:

· Reliability and communication skills

· Aptitude and ability to absorb new knowledge and learn new skills

· Ability to cope with stressful and physically demanding emergency procedures.

IPEC staff must include at least one First Aider, usually the Project Manager.  A First Aider must hold a valid certificate of competence, issued by an organisation whose training and qualifications are approved by HSE.  IPEC will arrange refresher training and re-testing of competence before certificates expire (normally three years).  

First Aid Boxes

First Aid boxes are situated in each learning location as indicated in the location records.  All First Aid boxes are marked with a white cross on green background.

Contents of a First Aid box:

· A leaflet giving general advice on First Aid

· 20 individually wrapped sterile adhesive dressings (assorted sizes)

· two sterile eye pads

· four individually wrapped triangular bandages (sterile)

· six safety pins

· six medium sized (approx. 12cmx12cm) individually wrapped sterile unmedicated wound dressings

· two large (approx. 18cmx18cm) sterile individually wrapped unmedicated wound dressings

· one pair of disposable gloves

· equivalent of additional items are acceptable.

The First Aider is the person responsible for examining the contents of the First Aid boxes.  These should be checked frequently and re-stocked as soon as possible after use.  Items should be discarded safely after the expiry date has passed.

Travelling First Aid boxes 

Before undertaking any trips, the Project Manager will assess what level of First Aid provision is needed.  The following is a minimum stock of First Aid items for travelling:

· a leaflet giving general advice on First Aid

· six individually wrapped sterile adhesive dressings

· one large sterile unmediated would dressing (approx. 18cmx18cm)

· two triangular bandages

· two safety pins

· individually wrapped moist cleansing wipes

· one pair of disposable gloves

· equivalent or additional items are acceptable.

Additional items may be necessary for specialised activities.

The First Aid box will be maintained in a good condition.

Hazards
Specific hazards or risks at IPEC learning locations may include hazardous substances, dangerous tools and machinery.  Temporary hazards, such as building or maintenance work, will also be considered.  In all cases any special health needs or disabilities of pupils will be considered.  Different First Aid procedures may apply to pupils in IPEC, e.g. pupils on medication.

IPEC staff will take precautions to avoid infection and must follow basic hygiene procedures.  Staff should have access to single-use disposable gloves and hand-washing facilities, and should take care when dealing with blood or other body fluids and disposing of dressings or equipment.

Reporting
Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995, IPEC will keep a record of any reportable injury, disease or dangerous occurrence.  This will include:

· the date and method of reporting

· the date, time and place of the event

· personal details of those involved and a brief description of the nature of the event or disease.

The following accidents will be reported to HSE if they injure either IPEC staff during an activity connected with work, or self-employed people while working on the premises:

· accidents resulting in death or major injury (including as a result of physical violence)

· accidents which prevent the injured person from doing their normal work for more than three days (including acts of physical violence).

HSE will be notified of fatal and major injuries and dangerous occurrences without delay, i.e. by phone, followed up within 10 days with a written report on Form 2508.  Other reportable accidents will be reported to HSE within ten days on Form 2508.  An accident that happens to pupils or visitors will be reported to the HSE on Form 2508 if:

· the person involve is killed or is taken from th site of the accident to hospital; and

· the accident arises out of or in connection with work.

Like fatal and major injuries to employees or dangerous occurrences, these accidents will be notified to HSE without delay and followed up in writing within ten days on Form 2508.

These records will be kept for a minimum of three years in case they may be:

· used for reference in future First Aid needs assessments

· helpful in insurance and invetigative purposes.

In an emergency, the Project Manager / Key Tutor will have procedures for contacting the child's parent/carer as soon as possible.  All serious or significant incidents will be reported to the parents by sending a letter home with the pupil or, more usually, by telephoning the parent/carers.

IPEC will keep a record of any First Aid treatment given by First Aiders and Appointed Persons.  This will include:

· the date, time and place of the incident

· the name (and Tutor Group) of the injured or ill person

· details of the injury / illness and what First Aid was given

· what happened to the person immediately afterwards, e.g. went home, resumed normal duties, went back to session, went to hospital, etc.

· name and signature of the First Aider or person dealing with the incident.

Review
The Board and Project Manager will annually review IPEC's First Aid needs to ensure the provision is adequate. In addition, IPEC will check the LEA's current procedures.  Where minimum numbers of trained First Aiders are set, these will be monitored to ensure that these standards are being met.

The Project Manager will inform all staff of First Aid arrangements.  This will include the location of equipment, facilities and First Aid personnel, and the procedures for monitoring and reviewing IPEC's First Aid needs.

Since displaying First Aid notices is difficult in a 'school without walls', special attention must be paid to ensure staff understand fully their responsibilities.  The information will be made clear an easily understood. First Aid information will be included in induction programmes to help ensure that new staff and pupils are told about the First Aid arrangements.  

The LEA's Health & Safety Unit can be called on to help assess, monitor and evaluate any injuries.  Accident Book statistics will be used to indicate the most common injuries, times, locations and activities at a particular site.  These can be a useful tool in risk assessment, highlighting areas to concentrate on and tailor First Aid provision to.

	Approved and adopted by: iPEC staff
	

	To be reviewed by:  iPEC Committee
	

	Reviewed
	


5

